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1.0 Purpose

This instruction outlines the practices to be adopted for waste management and to comply with legal and other requirements.
2.0 Scope

This instruction is applicable to all activities and operations in the company which deal with the handling and generation of wastes and includes the best practice procedures for managing:

· Solid General Waste; and

· Hazardous Waste in the form of waste oil and waste oil contaminated materials (e.g. cleaning rags and absorbents)
Some solid wastes  which POLIHIM-SS UK  produces include:

· Packaging materials (oil barrels, carton boxes, rubber mat, etc.)

· General refuse from office activities

· Recyclable wastes (e.g. paper, plastic bottles, aluminum cans, etc.)

Hazardous wastes which POLIHIM-SS UK handles, stores and produces :

· Waste oil (130205*)
· Waste oil soaked rags and absorbents

· Waste oil contaminated parts from the storage systems – e.g. used pipes, parts     of pumps and bunding material due for disposal
3.0 Procedure

3.1 Application for permits/licences 

The EMR shall ensure that: 

· A hazardous waste operations environmental permit is obtained and complied with.

· A hazardous waste transport permit is obtained and complied with.
3.2 Practices for Waste Management 

3.2.1 General Waste Management 

A. Segregation

i. Segregate the following solid wastes for disposal or recycling:

· Non-recyclable solid wastes (general refuse, spent filters after cleaning, non-recyclable packaging bags/wraps, etc.)

· Paper wastes for recycling (do not place non-recyclable paper including carbon paper, plastic laminated paper, glossy paper and contaminated papers in the recycle paper container)

· Packaging wastes (cartons, boxes) for recycling 
· Wooden pallets for recycling

· Metal wastes (e.g. copper, nickel) for recycling 

· Toner cartridges for recycling (return to suppliers)

· Plastic bottles for recycling
· Aluminium cans for recycling 

· Bulky items (e.g. furniture, machinery) fluorescent tubes, batteries, for disposal
ii. Clearly labelled containers must be located for the initial collection of these wastes as near as conveniently possible to the point of generation.

iii. A designated member of staff (usually cleaning staff) should be assigned to collect the wastes and transfer them to the waste storage area regularly.

B. Storage 
i. Segregate chemical waste and general waste in accordance with the allowable waste types listed on the containers.

ii. Store all waste containers in dedicated storage areas. 

iii. Put lids/covers on all refuse containers. 

iv. Label all waste containers and waste storage areas.

v. Store all waste containers on sealed ground to avoid land contamination
C. Disposal
i. General refuse shall be collected weekly by Building Management Office (BMO)’s collector.
ii. Return toner cartridges, wooden pallets, metal workpieces to suppliers 

iii. All recyclable wastes : paper, cartons, plastic bottles, aluminium cans, batteries and fluorescent tubes collected shall be placed to the recycling bins provided by BMO for recycling (collected by BMO’s waste collectors and recyclers) 
3.2.2 Hazardous Waste Management
A. Hazardous waste involved in company operations include : 

· Waste oil (130205*)
· Waste oil soaked rags and absorbents
· Waste oil contaminated parts from the storage systems – e.g. used pipes, pump parts and bunding material due for disposal
B. Register with Environment Agency as a hazardous waste holder/producer
C. Apply relevant legislation and best work practices on safe oil storage and Duty of Care (ref. EAR-01, EP-02)
· Provide oil impervious concrete flooring that is lined with a rubber mat for increased protection 

· Provide double skinned tanks or bunds, which are 110% of the volume of the largest tank size within the bund or 20% of the overall capacity, whichever is greater; It is normal to limit the number of tanks in a single bund to 60,000 m3 total capacity
· Provide drip trays and easy and quick access to absorbent materials in case of spills
· Provide quick access to PPE
· Do not mix wastes
· Prevent spillages
All of the waste oil load handling operations will be done inside the unit. Special precautions will be taken in order to prevent oil spillages in the area around the premise, (e.g. the yard) during load handling operations such as:
1. Put drip trays under the connecters of the hoses that transfer the waste oil, which will hold any eventual leakage from the connector.

2. All present plugholes and siphons in the yard and around the unit will be insulated and sealed in order to prevent waste oil entering in the drainage system.

3. If a spillage occurs in the yard, immediate operations will be undertaken. The management staff will cover the spillage with absorbent materials– sawdust, sand or clay. Then the area shall be cleaned with detergents. If any hazardous waste has been generated, it shall be handled by a certified company.

D. Follow hazardous waste operation procedures (ref EI03-P1, EI03-P2, EI03-P3)

E. Dispose of waste oil contaminated materials through a licenced contractor (POLIHIM-SS Ltd (Bulgaria) is a licenced contractor that can collect and recycle waste oil contaminated materials)
4.0 Monitoring and Checking

The EMR shall ensure that: 

· waste facilities specified in this EI are provided adequately and operated in satisfactory conditions; and

· Waste management practices specified in this EI are followed by staff and contractors.
The Plant Manager or his / her delegate shall: 

· Check weekly if practices in Section 3.2 are correctly and fully implemented by random visual inspection.
· When nonconformity are identified, corrective action measures shall be defined and implemented in accordance with EP-07 Enquiry / Complaint / Nonconformity Handling.
· Perform daily equipment and facility checks, to ensure the safe storage of hazardous waste (ref EF-EI03-01) 

5.0 Records

	Record Description
	Record Location/ Retention Responsibility
	Minimum Retention Time

	Waste oil storage record (waste oil in/out of the premise)
	EMR
	5 years

	Hazardous waste consignment notes
	EMR
	3 years

	Transboundary movement documents
	EMR
	3 years

	Hazardous waste operator returns
	EMR
	3 years


6.0 Appendix
The following procedures and forms related to hazardous waste management include

· EI03-P1 In the event of waste oil spillage

· EI03-P2 Working with pumps

· EI03-P3 Safety procedure for tank loading/unloading

· EF-EI03-01 Daily check form
Note: Procedures that apply to all staff members are provided in both English and Bulgarian.
In The Event of Waste Oil Spillage

1. If the spillage is too big contact the Environment Agency hotline on 0800 80 70 60.
2. Suspend the access of people near the spillage.
3. Put on PPE- oil resistant gloves, apron and goggles.
4. Circle the spillage around the edges using the provided absorbents (sand, sawdust, granules)
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5. Cover the whole spillage from the periphery towards the center.
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6. Store the used absorbents in the provided bins and have them disposed of with the next waste oil collection to an authorized company.

В случай на разливане на отработено масло

1. Ако разсипването е твърде голямо, свържете се с горещата телефонна линия на Агенцията по околната среда на 0800 80 70 60.

2. Преустановете достъпа на хора в близост до разлива.

3. Поставете ръкавици, престилка и очила.

4. Заградете разлива по ръбовете, като използвате предоставените абсорбенти (пясък, стърготини, гранули)
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5. Покрийте цялият разлив от периферията към центъра.
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6. Съхранявайте използваните абсорбенти в предоставените контейнери и ги изхвърляйте със следващото събиране на отпадъчни масла на оторизирано предприятие.

Operating with Pumps

There are 2 pumps available on site – an active one connected to the large storage tanks and a spare one in the case of breakdown. 

When turning the pump on:

1. ENSURE THE OUTPUT VALVE IS OPEN!!! Working on a closed output valve creates strain on gear pumps that may lead to breakdown.

2. Connect the pump’s input hose. The output hose is connected by default. Check all connections are secure and properly tightened to avoid leakage.

3. Connect pump to standard 220V 3-phase supply.

4. Turn pump on by pressing the green button on the remote control provided.

5. You will hear a specific noise when the unloading is completed and the pump starts sucking air. Wait 2-3 minutes and switch the pump off, again using the remote control.

Работа с помпи

В предприятието има 2 помпи - активна, свързана с големите резервоари за съхранение и една резервна.

При включване на помпата:

1. Уверете се, че изходният вентил е отворен! Работата със затворен изходен вентил създава високо налягане в зъбните помпи, и може да доведе до счупване.

2. Свържете входния маркуч на помпата. Изходният маркуч е свързан по подразбиране. Проверете дали всички връзки са защитени и са затегнати правилно, за да избегнете изтичане.

3. Свържете помпата към стандартно 220 V 3-фазно захранване.

4. Включете помпата, като натиснете зеления бутон на предоставеното дистанционно управление.

5. Ще чуете специфичен шум при приключване на разтоварването и помпата ще започне да засмуква въздух. Изчакайте 2-3 минути и изключете помпата отново, като използвате дистанционното управление.

Safety procedure for tanker loading/unloading

1. Ensure vehicle is secured, in gear and the manual break is on.
2. If loading/unloading combustible liquids and light gasses, ground the tank against electrostatic charge.
3. All personnel involved in the procedure should be wearing the appropriate PPE according to ADR requirements.
4. If on the territory of the site oil resistant gloves, protective goggles, and a hard hat must be worn.
5. When possible aim at low end tank loading.
6. Check all flexible connections and hoses.
7. Check the site’s flow diagrams to ensure the required valves are open and closed.
8. Start a test pump run and stop.
9. Check flow diagrams again.
10. If everything seems correct proceed to loading/unloading.
11. After the loading/unloading is completed detach the hoses and drive the pump in reverse to suck out any excess from the connectors.
12. Close tanker inputs/outputs tightly. 
Процедура за безопасност при товарене / разтоварване на цистерни

1. Уверете се, че превозното средство е обезопасено, на скорост и ръчната спирачка е включена.

2. При товарене / разтоварване на възпламеними течности и леки газове, заземете резервоара срещу електростатични искри.

3. Персоналът, участващ в процедурата, трябва да носи подходящата предпазна екипировка, съгласно изискванията по АДР.

4. Ако сте на територията на обекта трябва да се носят непропускаеми ръкавици, защитни очила и твърда шапка.

5. Когато е възможно, стремете се да товарите цистерните от долу.

6. Проверете всички гъвкави връзки и маркучи.

7. Уверете се, че необходимите клапани са отворени и затворени.

8. Проверете, че помпите работят.

9. Проверете отново, че потокът е правилен.

10. Ако всичко изглежда правилно, преминете към товарене / разтоварване.

11. След приключване на товаренето / разтоварването, отделете маркучите и задвижете помпата обратно, за да изсмучете излишъка от съединителите.

12. Затваряйте плътно входовете / изходите на цистерната.

Daily check list of the tank platform and the equipment of the site
	Date
	Result of the check
	Discrepancies
	Reasons for discrepancy
	Removed on
	Established, name, signature
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